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I. Introduction 

Welcome to Standard User Training for the IRIS Immunization Registry Information System. 

 

IRIS, Iowa‟s Immunization Registry Information System, is a secure, confidential, population-based 

computerized system that contains immunization information for individuals of all ages residing in the 

State of Iowa. IRIS is a population-based web application containing consolidated demographic and 

immunization history information.  IRIS performs a variety of functions for health care providers including:  

 

 Recording immunizations, contraindications, and reactions 

 Validating immunization history and providing immunization forecasts 

 Producing recall and reminder notices, vaccine usage, and patient reports 

 Managing vaccine inventory 

 Ordering state supplied vaccines 

 

Access to the web application is available at https://iris.iowa.gov.  By law, only authorized users are 

allowed to access immunization information in IRIS.  Authorized users include heath care providers, local 

health departments, health plans, schools, and child care facilities.  Additionally, health care providers 

may only obtain information specific to their own patients.  Schools and childcare facilities may only 

access records specific to their enrollees. 

II. Training Objectives 

Upon completion of Standard Training, participants can: 

 Access IRIS 

 Explain User Roles  

 Navigate IRIS  

 Add new users and edit existing users 

 Search for existing patients 

 Enter new patients 

 Edit patient demographic information and responsible persons 

 Manage immunization information and update historical information 

 Generate patient specific and organizational reports 

III. Training Resources 

 Help Desk (Phone: 1-800-374-3958)  

Website: http://www.idph.state.ia.us/ImmTB/Immunization.aspx?prog=Imm&pg=Iris  

 Online Help (Light bulb ) 

 User Manual 

 Webinars (Live and Pre-recorded) 

 Self-guided online training videos 

Additional Information: 

For self-guided online training videos, new users can go to IRIS at https://iris.iowa.gov 

 and click the Training tab at the top of the page.   

 

https://iris.iowa.gov/
http://www.idph.state.ia.us/ImmTB/Immunization.aspx?prog=Imm&pg=Iris
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IV. Accessing IRIS  

IRIS is a web application; therefore a computer with an Internet connection and a web browser is required 

to access IRIS.  IRIS has only been tested using Internet Explorer, version 8 and earlier and is the 

preferred web browser. Other browsers such as Firefox, Chrome and Safari have not been tested. 

 

To access IRIS, launch a web browser and go to https://iris.iowa.gov. You will then see the login page. 

 

   

Common IRIS Tools, Windows, and Menus 

IRIS is divided into several sections and it may become necessary to use the vertical scroll bar to view all 

sections of the application. 

 

1. Home tab:  

a. Hot topics- These messages inform users of important announcements regarding the 

IRIS system, such as any downtime that is expected for website maintenance or any 

other notes that IDPH would like you to view pertaining to the system. These are put in by 

the IDPH staff and the date of when the latest message is posted is displayed - If there is 

more than one topic posted, you can click on the link in the right corner to view previous 

topics. 

b. Then there is a list of links that can be used: 

c. Information about the Iowa Medical Countermeasure:   

d. Public Information Record:   

e. Disclaimer of external websites 

f. Help Desk Contact Information 

g. Public Immunization Record Access 
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2. Forms tab:  

a. You will need to have Adobe Reader version 6.0 or higher to be able to read and open 
forms and reports in IRIS. 

b. State enrollment form - Any organization that wants to use IRIS must complete and 
submit this form to the Iowa Immunization Program. . 

c. IRIS individual user agreement:  Any individual that wants to use IRIS within their 
organization must complete this form and provide it to the organization‟s Admin User of 
IRIS.  

d. Confidentiality policy: Users of Iowa‟s immunization registry must read and abide by 
the IRIS Confidentiality Policy.  

e. Clinical/Medical Site FAQ  
f. Parent/Adult FAQ:  
g. Record request form 
h. Adult Record Request form  

 
i. Immunizations Records Report:  (these reports are not filled with any patient data they 

are just blank forms if someone needs them) 
j. Master Index Card  
k. Certificate of Immunization   
l. Provisional Certificate of Immunization  
m. Certificate of Immunization Exemption   

 
n. IRIS User Manual: The User Manual explains the entire system as far as what the user 

can and cannot do in the system. The user manual is one of the most beneficial tools you 
will have in learning the system 

 
o. Data Exchange Specifications:  This section has links for the specifications for data 

exchange.    More in depth training regarding Data Exchange will be done in Webinars 
and through other training sessions. 

 
p. Vaccine Codes these are the vaccine codes related to data exchange.   

 
q. Policies  

i. Confidentiality policy 
ii. IRIS and HIPAA  

 

3. Related links tab : This section contains numerous links to external websites which are relevant 
to the immunization field.  
 

4. Training Section: You can access information about webinars and view self-guided Training 
videos. 
 

5. Online Help – light bulb: This is the online help button which displays page-specific help for 
wherever you are in the system. 

 

Login to IRIS 

 

To login each person MUST have their own individual account and should not use anyone else‟s access. 

There is a three-part, case-sensitive, log in used by IRIS to authenticate users.      

 

1. Enter the Org Code, Username, and Password. (Given to you by your Organization) 

2. Click Login. 
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Additional Information: 

 The Org Code is a short name for your organization. 

 Each person accessing IRIS must have their own individual account. 

 If your account is locked, call the Help Desk at 1-800-374-3958. 

 The sessions will time out after 30 minutes of inactivity.  

 Accounts are disabled after 60 days of no activity. 

 New passwords are required every 90 days. 

 

Menu Bar 

Several menu options are listed across the top of IRIS.  All of these options appear on every page within 

the application.  The following options are available in the menu bar: 

 
 

 Home: Returns to the IRIS home page from anywhere within the application. 

 Manage Access/Account: Loads the Manage Access/Account page. 

 Forms: A list of hyperlinks for printing blank forms and support documentation. 

 Related Links: A list of hyperlinks to other websites that contain information of interest to the 

immunization community. 

 Logout: Logs you out of the current IRIS session. 

 Help Desk: Displays contact information for the IRIS Help Desk. 

 Online Help: Represented by a light bulb icon, online help displays page-specific help in a new 

window. 

 

User Confirmation Bar 

Directly beneath the menu bar is a row of information highlighted in light yellow.  This row displays your 

organization, user, and role and remains at the top of each page in IRIS.   

 

 
 

Menu Panel 

The menu panel is purple and appears on the left side of all screens with IRIS.  Selections in the menu 

panel are links used to navigate IRIS.  They are grouped under categories including: Patients, 

Immunizations, Reports, Inventory, Maintenance, and others. 

 

 



IRIS Training Handout 
 

 Standard User Training  Page 6 
 

 

 

Home Page 

The home page is displayed when first logging into IRIS and can be quickly accessed from any page by 

clicking home in the menu bar across the top of the page. The home page is divided into the following 

sections: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Announcements: Contains important information regarding enhancements and maintenance for 

IRIS.  

 Release Notes: Contains information regarding new releases of IRIS. 
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 IRIS Inventory: Consists of four tables as listed below: 

o Vaccine Order/Transfer Notification: Lists orders/transfers that have been shipped, are 

waiting return shipment, or have been shipped. 

o Active Inventory that is Going to Expire or Expired Lots with a Quantity: Lists vaccines 

that are going to expire as well as lots which have expired and still have a quantity. 

o Inventory that is Running Low by Vaccine Group: Lists inventory that is nearly depleted 

sorted by vaccine group. 

o Inventory that is Running Low by Trade Name: Lists inventory that is nearly depleted 

sorted by trade name?  

Editing My User Account 

All current IRIS users will be migrated to the new version of IRIS and will have the same username and 

password they are currently using. Remember that the user ID and password given here are for the 

training environment only. IRIS allows all users to manage their own user account information.  To verify 

or edit your user account information: 

 

1. Click the manage access/account button in the menu bar. 

2. Click Edit My User Account underneath “Manage My Account” in the menu panel. 

3. On the “Edit User” page, you can change all information listed including; user first name, user last 

name, street address, email address, and phone number. 

4. Click the Save button.  If changes were made, the message “User Updated” appears at the top of 

the page. 

 

V. User Roles 

IRIS accommodates a variety of user roles.  Each user has access to certain features in the web 

application based on the role assigned to that user.  The most common user roles, sometimes referred to 

as levels of access, for IRIS are hierarchical as follows: 
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Administrative User 

This user is a main point of contact for IRIS within the health care organization.  The Administrative 

User is responsible for the maintenance of all organization-specific information including managing 

users, clinicians, physicians, and schools.  The Administrative User is authorized to run data 

exchange jobs and has access to all features of the Standard User role described in the following 

section. 

Standard User 

This is the primary user of IRIS.  The Standard User has the ability to add, edit, and find patients.  In 

addition, the Standard User manages immunization information, creates and maintains the 

organization‟s IRIS Inventory Module, and generates patient-specific and organizational-level reports.  

Examples of organizational-level reports include reminder/recall reports, Ad Hoc reports, and 

immunization benchmark reports. 

 

Patient Query-Only  
This user has view-only access to view immunization information in IRIS and print reports. 

VI. Managing Inventory 

Providers can add both VFC and private inventory into IRIS to track.  It is similar to how you currently add 

VFC shipments of Varicella. This is how you will be entering inventory that you receive as shipments from 

the VFC program into your inventory to track.  All states are transitioning to a new vaccine management 

system with the CDC, and Iowa is scheduled to transition in April 2013. The process of manually adding 

inventory will be resolved upon transition to the new vaccine management system. Existing inventory will 

NOT be migrated to the new system, so ALL organizations must add inventory prior to using IRIS on June 

4 (implementation date).  First we will Manage Inventory: 

 

1. Click on the Manage Inventory link in the Inventory section of the menu panel. 

 
2. This will open the Manage Inventory page:  
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3. Above the Inventory Alerts area is the Manage Inventory section:  

A. Show Inventory Button: This displays your organization‟s inventory. 

B. Show Transactions: This displays your organization‟s transactions. 

C. Print Inventory: This option will print your organization‟s inventory. Once you click on 

this button, your inventory will display in a printable PDF. This is a great tool to use if you 

need to do a hand count of the inventory to compare with what is listed in IRIS system. 

Click the browser‟s back arrow to go back to your previous screen once the PDF is open.  

 
 

D. Update Alert Prefs: This section will update your organization‟s Alert Preferences for 

inventory as shown on the inventory dashboard.  You can set the inventory expiration 

alerts (it is currently defaulted to 30 days), update the low-level alert defaults by either 

trade name or vaccine group (this is defaulted to alert at 5 doses), and you can also 

select to update the low-level alerts by specific vaccine groups.  Click Save when 

changes have been completed. 
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4. Under the Inventory Alerts section, you will see the same Inventory Dashboard that is on the IRIS 

homepage. 

 

 
 

5. To display your organization‟s inventory, click on the Show Inventory button.  

 

 
 

6. This area will allow you to Add Inventory, Modify Quantity, Show Transactions, and Cancel. 

 

 

 

 

 

 

 

 

 

 

7. In the lower portion of this page you will see all of the inventory for your organization in a table 

with Non-VFC inventory at the top and VFC inventory at the bottom. You can filter this inventory 

by selecting the following options on the radio dial:  

 
 

a. Active, this shows all inventory that is active. 
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b. Inactive, this displays all inactive inventory. Example: if for some reason you received 

your shipment of flu vaccine in June and you don‟t want anyone to use it until Sept/Oct 

can make it “inactive” and then it isn‟t available in the list to choose from until made 

“active” again. 

c. Non-Expired, this displays your inventory which is not expired. 

d. Expired, this displays the inventory that has expired.  

 

8. The inventory table is categorized by Trade Name, Lot Number, Inventory On Hand, Active, VFC, 

and Expiration Date. You may also see the inventory highlighted in different colors. If the 

Inventory is red, then the lot is inactive. If the inventory is pink, then the inventory is due to expire.  

 

 
 

9. From the table, a user can edit the inventory. Click on the blue hyperlink under the trade name for 

the Vaccine Inventory you would like to edit: 

 

 

 

 

 

 

10. The Edit Vaccine Inventory Information page for the specific vaccine that was selected will display: 
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i. Edit the information as necessary. 

ii. Click Save once completed to save the changes, Cancel to return to the Manage 

Inventory page or Add New to enter new inventory. 

 

 
CAUTION: Editing any lot or NDC may affect all immunizations given already. Please edit 

with extreme caution.  Also any changes made here will overwrite the existing data.  

 

Add Inventory 

Providers/Organizations can add both VFC and private inventory into IRIS to track.  When adding 

inventory from VFC inventory it is similar to how you currently add VFC shipments of Varicella.  All states 

are transitioning to a new vaccine management system with CDC, and Iowa is scheduled to transition in 

April 2013. To add inventory to track in IRIS: 

 

1. From the Manage Inventory page; click on the Add Inventory button. 

 

 

 

 

 

 

 

 

2. From the Add Vaccine Inventory section, you can begin entering in vaccine information.  

 
 

a. Select the Trade Name for the Vaccine from the dropdown menu.  

b. Select the Manufacturer information from the dropdown menu. The information 

can be filtered either by the Trade Name or by the Manufacturer by selecting the 

radio dial.  

 

 



IRIS Training Handout 
 

 Standard User Training  Page 13 
 

 

c. Select the correct NDC number from the dropdown menu. Once the NDC is 

selected, you will get a description of the inventory. If there is no NDC on file, you 

will receive a message asking you to contact the IRIS help desk.  

Note:  You cannot add inventory without an NDC number. 

d. Enter in the Lot Number. 

e. Enter in the multitude of the Dose for the vaccine. 

f. Enter in the vaccine‟s Expiration Date. 

g. Select if the vaccine is a VFC lot. 

h. In the Lot Active field, the default is Yes (it must be Yes to be saved initially). 

i. Enter in the Quantity on Hand. 

j. Enter in the Cost Per Dose if your organization would like to record that 

information. 

k. Once all of the information has been entered, click Save.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. You will then see a message at the bottom of the screen stating that “Inventory was inserted 

successfully”. Above the message, there is now an option to “Modify the Quantity on Hand” for 

that specific vaccine. 

 
a. From the Action dropdown menu, select Add or Subtract.  

b. Enter in the amount of the vaccine in which you are adding or subtracting. 

c. Select a reason from the dropdown menu.  

d. Click the Save button to save your changes. 

 

4. To add more inventory, click the Add New button. Attention:  When entering new inventory that 

is not already in IRIS, first click on Add new button as the information for the inventory you just 

added is editable and can be overwritten.  
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5. To return to the previous screen, select the Cancel button. Or to delete the inventory click on the 

Delete button. (Note there will only be a short window of time that inventory can be deleted). 

Modify the Quantity 

To modify the quantity of multiple vaccines from your inventory: 

1. Select the inventory you wish to modify by selecting the checkmark box next to each vaccine. 

Then click on the Modify Quantity button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. In the Modify Quantity on Hand for Selected Site(s) section, you will see the inventory you 

selected on the previous screen. To modify your inventory:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Select a proper action from the Action dropdown menu, either Add or Subtract. 

b. Enter in the amount of inventory you are adding or subtracting. 
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c. Select the Reason for the modification from the Reason dropdown menu. 

d. Click the Save button or click Cancel to return to the previous screen. 

Show Transactions 

This section will display transactions for your organization. To display transactions: 

 

 

 

 

 

 

 

 

1. On the Manage Inventory page click on the Show Transactions button. 
2. Filter the transaction types you desire as well as the dates from and to. Once you have entered 

the information you want to display, click on the View button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note: One of the first two sections for “Date Entered” or “Date Shot was Given” must be entered or it will 

not generate the view. 

 
 

3. The list of transactions will display:  
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4. Below the list is the Vaccine Transactions Totals table, which shows the Transactions Codes, 

Transactions Description, Trans Count and the Trans Value, which is the amount of doses 

affected.  

 
 

 

5. You can also Export the Transactions or Totals as a CSV (Comma Value Separated) file. 

 

 

 

 

 

 

 

 

VII. Patients 

Manage Patients 

 
Note: The minimum search criterion requires the patient‟s exact birthday and one additional field. 

 
 

To search for a patient in IRIS:  

1. Click manage patient underneath “Patients” in the menu panel.   
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2. Enter search criteria and click Find.  If multiple matches are detected then review the patient data 

and click the Last Name hyperlink for the correct patient.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note for Entering Names 

On all first and last names entered for patient searches, IRIS disregards spaces, apostrophes, and 

hyphens entered.  Do not use one letter for the search fields unless it is their true name as one character 

searches return only exact matches. 

 
 

3. The Patient Demographic screen will now be displayed if there was an immediate match from 

the initial search (step 1 above) or the blue hyperlink was clicked from the multiple match results. 
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VIII. Patient Demographic Screen Overview 

The demographics page will allow you to verify your search for the correct patient and change or update 

the personal data of the patient that is not immunization related.     

 

The following sections are displayed on the Patient Demographic Screen:  

 

Personal Information, Patient AKA (Also Known As), Organizational Information, Patient 

Information, Address Information, Responsible Persons, Patient Comments and Patient Notes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1) Personal Information Section:   

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Displays:  Last Name, First Name, (note the blue required fields with an asterisk) 

Middle Name, Suffix, Birth Date, Mother’s Maiden Last and First name, Gender, SSN - 
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Social Security Number, Medicaid ID, Birth Order, Birth Country, Birth State, Birth County, 

and Patient Identifier.    

b. This section also has the Save options once information is input or edited. Note: There is 

more than one way to Save: 

c. You can enter a patients information throughout all the sections and then hit Save and it 

will save all the data or you can periodically hit save as you feel comfortable.  

 Note: Do not leave the page without saving or hit the back browser or the entries may be 

lost. Always remember to save before logging out.   

 

 

 

 

 

 

i. Save when clicked, will save the patient data and stay in patient demographics 

area. 

ii. History/Recommend will save the patient data first and then it will open the 

immunization history/recommend page for the current patient. 

iii. Reports will save first and then open to the patient‟s specific reports page.   

iv. Cancel will NOT save and will return you to the previous screen.   

 
Note:  To open or close the sections just click on the arrow to the right of the title; it will show an 

arrow down when it is closed and an arrow up when it is opened. 

  
 

 

 

 

 

 

.  

 

2) Patient AKA: If the patient has had a previous name or has an additional name that is used it can 

be viewed or a new AKA can be added.    
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3) Organization Information is information directly related to your organization and affects certain 

reports. This is also where the patient identifier for your organization can be input or changed.  

 

 

 

 

 

 

 

 

 

 

 

 

  

4) Patient Information. This section gives additional information about the patient.  Here you can 

edit Races, Ethnicity and Language Spoken (English or Spanish are the only options – this will 

affect the language of the reminder/recall letter that is sent). School is a drop down that will be 

populated by your Organization‟s Administrative User and Occupation has a drop down for 

occupations that are relevant to maintaining updated immunizations or events.  Both School and 

Occupation will be useful later for reports.   

 

 

 

 

 

 

 

 

 

 

 

5) Address Information: Edit or add the patient‟s address information. Remember a viable address 
is required for the reminder/recall letter to be sent and note that it will overwrite any data currently 
populated. 
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6) Responsible Persons. This section allows you to identify, edit or add patient emergency contact 
information or will house the information for a Parent/Guardian.  Note: the Responsible Person 
can be sent the Reminder/Recall letters if the information is entered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note:  You must hit the Add New button to clear out any data for a pre-existing Responsible 
Person before you enter the new information otherwise it will overwrite the previous data. 

  
 

7) Patient Comments. This section allows you to enter immunization related comments. These 
comments may affect the immunizations recommended for the patient in IRIS. 
  
 
 
 
 
 
 
 
 

 

 
Note: In the previous version of IRIS this was the information recorded in the “Health Information” 
tab of the patient record.  

  
 

8) Patient Notes. This is a text field for any non-sensitive information that must be noted such as, 
“Child has excessive fear of needles” or “Child difficult to vaccinate due to biting”. 
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Note:  Patient Notes should not be used for sensitive or confidential medical information.  Once 

entered and saved, a patient note cannot be deleted by a user.  Contact the Help Desk if further 

assistance is needed. 

  
 

9) After you have entered in all of the Patient information, click on the Save button the Patient 
Information area to make sure all of the data you have edited has been saved to the patient 
record in IRIS.   

IX. Enter a New Patient 

 
Note: Required fields use blue text as opposed to black text and include an asterisk.  Always search for a 

patient before entering a new patient to avoid duplication. 

 
 

To enter a new patient in IRIS: Click enter new patient underneath “Patients” in the menu panel. 

 

 

 

 

 

 

 

 

 

1) Personal Information Section:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Enter Last Name, First Name, (note the blue required fields with an asterisk) middle 

name if have or letter for middle name. 

b. Suffix – which has a drop down arrow, click on the arrow to choose options. 
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c. Birth Date is required and you have the choice of typing in the month, day and year – 

notice the format 2 digit month, 2 digit date, and 4 digit year – or you can pick from the 

calendar.   

 

 

 

 

 

 

 

 

 

 

 

 

d. Mother’s Maiden Last and First name. Once mother‟s maiden last name is entered, it 

will be kept confidential and display “(On File)”. Although IRIS will allow you to save the 

record without the field completed, you will be prompted to gather this information for 

future de-duplication of patients. 

e. Gender is required; choose from the drop down of Male, Female, and Unknown. Note the 

gender field defaults to unknown, so it is important to update this.  

f. SSN - Social Security Number. Like Mother‟s Maiden Last Name, once it is entered, it 

will say on file for confidentiality.  

g. Medicaid ID – Note do not use the sequence number. 

h. Birth Order is only used for multiple births  

i. Birth Country will default to the United States or select from the drop down list. 

j. Birth State is also a drop down list in which you can select the state – IA is default. 

k. Birth County section is only for the state of Iowa. If known, select the appropriate birth 

county from the drop down list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

l. Patient Identifier is patient‟s id or medical record number for your organization to track 

the patients easier.  

 
Note: the patient identifier displays on this page if one has been entered and set to 

primary, to edit or add an identifier see the “organization information” section below.    
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2) This section also has the Save options once information is input. There is more than one way to 

Save: 

a. You can enter a patients information throughout all the sections and then hit Save and it 

will save all the data or you can periodically hit save as you feel comfortable.  

  

 

 

 

 

 

i. Save when clicked, will save the patient data and stay in patient demographics 

area. 

ii. History/Recommend will save the patient data first and then it will open the 

immunization history/recommend page for the current patient. 

iii. Reports will save first and then open to the patient‟s specific reports page.   

iv. Cancel will NOT save and will return you to the previous screen.   

 
Note: Do not leave the page without saving or hit the back browser or the entries may be lost. 

Always remember to save before logging out.   

  
 

To open or close the sections just click on the arrow to the right of the title; it will show an arrow 

down when it is closed and an arrow up when it is opened.  

 

 

 

 

 

 

 

3) Patient AKA: If the patient has had a previous name or has an additional name that is used 

please enter the data as IRIS will use this for patient searches.  

 

 

 

 

 

 

 

 

 

 

 

 

a. To add an AKA; the Last name and First Name are required fields.  

b. Middle initial is optional.   

c. Click on the “Add AKA” button to have the information display in the Patient AKA Listing.  
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Note:  Clicking the “Add AKA” will only populate it in the Patient AKA Listing area; the  

“Save” in the Patient Information area at the top of the page must be clicked to record it in 

IRIS. Also once an AKA is entered, the IRIS help desk must be contacted to have it 

removed.  

 
 

4) Organization Information is information directly related to your organization and affects certain 

reports. This is also where the patient identifier for your organization can be input or changed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

a. Active field: This section will default to “Active” which means the patient will be receiving 

services from your organization. If you select an Inactive status from the dropdown menu, 

this patient becomes inactive for your organization only. 

b. Provider-(PCP). From the dropdown choose the primary care physician or the health 

care organization – these will be pre-populated from your organizations administrative 

user.  

c. Tracking Schedule. The tracking schedule field is required and is the schedule that the 

immunization data will follow; it is defaulted to the ACIP (Advisory Committee on 

Immunization Practices) schedule.  

d. Allow Reminder and Recall Contact: Choose if the patient should be sent a 

reminder/recall report of immunizations due or overdue. This defaults to yes but if the 

parent or patient does not want a notice sent, choose no in the drop down box.   

e. Last Notice area lists the date the last notice for the Reminder and Recall letter was 

generated. It will be blank until a reminder/recall letter is sent for that patient. 

 

 
Note:  If you generate reminder or recall letters, the patient’s status will need to be 

“Active”, the “Reminder/Recall Contact” field is listed as “Yes” and there must be 

sufficient address information in the Address Information section. If any of these 

requirements are not met, the letter will not be generated. 

 
 

f. The Patient Identifier area is where you can enter the patient‟s id or medical record 

number for your organization to track the patient easier.  
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i. Type in the patient id. 

c) Click on the Add Patient Identifier button; it will populate in the Patient 

Identifier list. If there is more than one Identifier for the organization then 

select the radio button next to the identifier to become the Primary 

Identifier if desired. 

ii. Remove Identifier:  To remove an identifier click on the box in front of the 

identifier you would like to remove and click Remove Identifier button.  

Note: The identifier should not be a social security number or the Medicaid 

number for confidentiality reasons.  Also remember that even though it appears 

to be a part of the record you still have to hit the save button in the Patient 

Information area to make it an addition to the record.    

 

5) Patient Information. This section gives additional information about the patient. 

 

 

 

 

 

 

 

 

 

 

 

Here you can select the appropriate Races, Ethnicity and Language Spoken (English 

or Spanish are the only options – this will affect the language of the reminder/recall letter 

that is sent). School and Occupation are drop downs that are pre-populated by the 

Organizations Administrative User and will be useful for reports.   

 

6) Address Information: enter the patient‟s address information. Remember a viable address is 
required for the reminder/recall letter to be sent. 
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a. View Patient Address History link: click to view address history for the patient.  
b. No Viable Address checkbox should be checked if letters have been returned as not 

deliverable.  
c. Start Date will automatically populate to the current date when entering a new address 

and will not let you enter a previous date – it will let you put in a future date if a patient 
knows a new future address. 

d. Zip: is a required field and will not save the patient record without the zip code. 
 

7) Responsible Persons. This section allows you to identify patient emergency contact information 
or will house the information for a Parent/Guardian.  Note: the Responsible Person can be sent 
the Reminder/Recall letters if the information is entered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Last Name, First Name, and Relationships are required fields if entering a responsible 
person.   

b. Relationships: is a dropdown box with numerous options, choose the appropriate option. 
c. Review or Edit an existing Responsible Person by clicking on the Review radio button 

next to the name of the person you wish to review or edit. If changes are made select 
Apply Changes to update the section (note this will overwrite the existing data).  

d. Remove an existing Responsible Person by selecting the Remove checkbox next to the 
Responsible Person you wish to delete. Click the Remove button and then press the 
Save button at the top of the page in the Patient Information area to save your work.  

e. Once there are Responsible Persons listed, to enter a new Responsible Person, click the 
Add New button and enter the required fields.  
Note:  You must hit the Add New button to clear out any data for a pre-existing 
Responsible Person before you enter the information otherwise it will overwrite the 
previous data. 
 
 

8) Patient Comments. This section allows you to enter immunization related comments. These 
comments may affect the immunizations recommended for the patient in IRIS.  
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a. Enter a new comment by choosing the appropriate comment from the Patient Comment 
dropdown list.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

i. Enter a Start Date of the comment if applicable. Although it is not required, a 
Start Date is important as the comment can then be evaluated against the 
tracking schedule.  
 

 
 
 
 
 
 
 

ii. Enter an End Date if applicable and then the comment will stop being evaluated 
against the tracking schedule.  
  

b. Click the Add Comment to update this section.  
c. Remove existing comments by selecting the Remove checkbox next to the comment 

you wish to delete on the Patient Comment Listing table. Click the Remove button. 
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Note: In the previous version of IRIS this was the information recorded in the “Health Information” 
tab of the patient record. Also make sure after adding or removing a comment to hit the Save 
button in the Patient Information area to record it.  

 
 

9) Patient Notes. This is a text field for any non-sensitive information that must be noted such as, 
“Child has excessive fear of needles” or “Child difficult to vaccinate due to biting”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Type the note in the free text field. 
b. Click Save at the top of the page in the Patient Information area to save the note. 

 

 
Note:  Patient Notes should not be used for sensitive or confidential medical information.  Once 

entered and saved, a patient note cannot be deleted by a user.  Contact the Help Desk if further 

assistance is needed. 

 
 

10) After you have entered in all of the Patient information, click on the Save button the Patient 
Information area to make sure all of the data you have entered has been saved to the patient 
record in IRIS. A message will display at the top of the page informing you the patient was saved 
successfully.    
 
 

 

 

 

 

If you receive a “Patient Match Detected” message, see below:   
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1. Review the patient information listed to verify that the patient being entered is not already in IRIS. 

If it is a correct match then click on the last name link to be taken to the Patient demographic 

screen to update as necessary. 

 
 Note: This is why searching twice prior to adding a new patient is critical as if the match is your 

patient the data just entered will not be added to this patient.   

 
 

2. If the match detected is not the patient then click the Create New Patient button.  A message will 

pop up verifying that you want to still create a new patient.  Click OK if you want to create the new 

patient record or click Cancel to cancel out. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Once you click OK then the new patient record will be saved and will state that the “Patient record 

was successfully added”. 
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X. Immunizations 

Immunization information for a specific patient may be accessed one of two ways:  

 

1. Click Manage Patient under the Patients section of the menu panel.  This will display the Patient 

Search page. For information on finding patients, refer to the Managing Patients section.  Once a 

patient is retrieved, click the History/Recommend button to display the patient‟s Immunization 

Record page. 

 

Or 

 

2. Click Manage Immunizations under the Immunizations section of the menu panel. This will bring 

up the Patient Search page. For information on finding patients refer to the Managing Patients 

section.  Once a patient is retrieved, the patient‟s Immunization Record page displays. 

 

The Immunization Records page holds a large amount of information on each patient in IRIS.  This page 

has different sections, including: Patient Information, Immunization Record, and Vaccines Recommended 

by Selected Tracking Schedule: 

 

Patient Information Section: In this section, you will see the patient‟s information such as: Name, DOB, 

Gender, Tracking schedule, Patient ID, the patient‟s address, and any comments you should be alerted 

too. If there is more than one comment, you will be able to scroll through the comments. 

 
 

Below the patient information section, you will see the patient‟s age as well as patient notes by clicking on 

the patient notes link. You will then see the follow navigation buttons: 

 

 
 

a. Add New Imms: This button will add new immunization to the patient‟s record from IRIS 

inventory or Other inventory. We will go over this in just a bit 

b. Add Historical Imms: This button will add historical immunization to the patient‟s record. 

We will also go over this in just a little bit 

c. Edit Patient: This button will take you back to the patient demographic page 

d. Reports: This button will take you to the patient report section, which contains many 

patient specific reports we will discuss later 

e. Print Record: You can click on the Print Record button to view a printable record of the 

patient‟s History Recommend Page. Here, you will see the patient‟s contact information 
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at the top of the screen as well as patient notes. This record contains more personal info. 

To print this file, click on the “File” tab on your browser and select the Print option. 

f. Print Confidential: This button displays the same patient immunization record without as 

much patient identification. To print this file, click on the “File” tab on your browser and 

select the Print option.  

 

Immunization Record: This will display the patient‟s current immunization record that has been entered 

in to IRIS so far. In this section, you will see: 

 
a. Vaccine Group: All of the vaccines a patient has received so far are listed alphabetically 

by vaccine group and then ordered by date given.   

b. Date Admin: This is the date the vaccine was administered. If you click on the blue 

hyperlink, a popup window will display the tracking schedule for that immunization and it 

will also highlight the dose in a vaccine series. 

c. Series: The number in the series of vaccines for the patient. Please note that if you may 

see a NOT VALID message in this section. This mean this dose was not valid for this 

patient. If you click on the date hyperlink. The tracking schedule will populate and in the 

window, it will show why that immunization is not valid 

d. Vaccine Trade Name: This lists the vaccine trade name 

e. Dose: The dose size of the vaccine (full, half, or multiple) 

f. Owned: If the section under Owned is blank, this indicates your organization owns the 

vaccine, meaning your organization entered the information for a particular vaccine. If „No‟ 

is in the owned field, another organization has entered the information for the 

immunization. You can click on the NO link and it will show the organization that entered 

the immunization. 

g. Reaction: The next section is reaction, which indicates if the patient had a recorded 

reaction to the immunization. If there was a reaction, there will be a Yes in the field which 

is a hyperlink. When you click the hyperlink, you will see the reaction the patient had. 

h. Hist?: This section indicates whether or not an immunization is historical. If there is a Yes 

in this field, this means that the immunization was historical. An historical immunization is 

an immunization that was not administered by your organization and was not previously 

record in the IRIS system. 
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i. Edit: You can edit immunizations that are owned by your organization as well as 

historical immunizations. 

 

Vaccines Recommended by Selected Tracking Schedule: This section shows dates recommended for 

vaccinations by tracking schedule. This section displays: 

 

 
 

a. Add Selected: Here, you can select the appropriate boxes under the “add selected” if 

you would like to add multiple recommended immunizations at once.  

b. Vaccine Group: The vaccines in the tracking schedule are listed by hey are also listed 

by vaccine group. By clicking on the hyperlink, you will again see the tracking schedule 

for that specific vaccination.  

c. Vaccine: You will see the vaccines listed  

d. Earliest Date: This is the earliest date the vaccine can be administered according to the 

ACIP tracking schedule  

e. Recommended Date:  This is the recommended date the vaccine can be administered 

according to the ACIP tracking schedule 

f. Past Due Date: This is the past due date for the immunization according to the ACIP 

tracking schedule. 

g. Notice the colors on the chart. Green indicates when the date for a recommended 

immunization is due or is past due. Gray indicates the series is complete, or other notes 

such as the maximum age exceeded or a contraindication.  

Entering Immunizations 

There are three distinct ways an immunization can be recorded for the patient, either via the Add New 

Imms button, the Add Selected button, or if you are adding a historical immunization, via the Add 

Historical Imms button. When adding immunizations by the Add New Imms button or the Add Selected 

button, you have the option of selecting whether or not the immunization is coming from your 

organization‟s inventory. 

 

1. To add new immunizations via the Add New Imms button: 

 



IRIS Training Handout 
 

 Standard User Training  Page 34 
 

 

a. Click the Add New Imms button to display the Add New Immunizations page. 

 

 

 

 

 

 

b. You will now see the patient information, patient notes, and patient‟s immunization record 

to date. Scroll down to the Enter New Immunization section to and proceed to enter the 

following immunization information: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. To add immunizations from IRIS Inventory, make sure the check box From IRIS 

Inventory is selected. This will deduct the immunization from your vaccine inventory. 

d. Date Administered: Select the date the vaccine was administrated by using the 

MM/DD/YYYY format, or use the pop-up calendar by clicking the calendar icon  to the 

right of the field. drop-down 

e. Administered By:  Select who administered the vaccine from the dropdown list.  

f. Remove box: Select when removing an immunization. 

g. Immunization: click from the drop-down list. This will uncheck the Remove box.  

h. Trade Name-Lot#. Exp Date: If using vaccine from Inventory, the trade names and lot 

numbers will be listed in the drop-down menu 

i. Vaccine Eligibility: Select the appropriate vaccine eligibility for this patient‟s 

immunization. The vaccine eligibility drop-down list will display according to organization 

type.  

j. Administered By: If selected above, this field will pre-populate to that selection. To 

change, click on the dropdown list. 

k. Body Site: Select the appropriate body site for the immunization. 

l. Route: Select the appropriate route for the immunization. 

m. Dose: Select the appropriate dose for the immunization. The dose will default to Full. 

n. Repeat these steps for each new immunization you are entering. 

o. New Patient Comments: If necessary, select the appropriate comment from the drop-

down list. Add an “Applies-To Date” by using the MM/DD/YYYY format, or use the pop-up 

 

 

 



IRIS Training Handout 
 

 Standard User Training  Page 35 
 

 

calendar by clicking the calendar icon  to the right of the field. Click the Add button to 

add patient comment to the record.  

p. Click the Save button to save your immunization entry. 

q. You should now see the immunization recorded on the patient‟s immunization record: 

 
 

2. The second way to add new immunizations is by using the Add Selected button.  At the bottom 

of the patient‟s History/Recommends page is the Vaccines Recommended by Selected Tracking 

Schedule.   Here you can view the recommended vaccines to administer per the tracking 

schedule and you can select each vaccine group that you are giving.  The IRIS system also 

allows users to enter combinations vaccines, by selecting one vaccine component of the 

combination vaccine.  To add immunizations via the Add Selected method and to enter a 

combination vaccine: 

 

a. Click the boxes of the appropriate immunizations under the Vaccines Recommended 

section and click the Add Selected button: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b. You will now see the patient information, patient notes, and patient‟s immunization record 

to date. Scroll down to the Enter New Immunization section to and proceed to enter the 

following immunization information: 
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c. To add immunizations from IRIS Inventory, click the check box From IRIS Inventory. 

This will deduct the immunization from your vaccine inventory.  Or leave the checkbox 

unselected if you are not using inventory that is tracked in IRIS.  

d. Date Administered: Select the date the vaccine was administrated by using the 

MM/DD/YYYY format, or use the pop-up calendar by clicking the calendar icon  to the 

right of the field. drop-down 

e. Administered By:  Select who administered the vaccine from the dropdown list.  

f. Remove box: Select when removing an immunization. 

g. Immunization: click from the drop-down list. This will uncheck the Remove box.  

h. Trade Name-Lot#. Exp Date: If using vaccine from Inventory, the trade names and lot 

numbers will be listed in the drop-down menu 

i. Vaccine Eligibility: Select the appropriate vaccine eligibility for this patient‟s 

immunization. The vaccine eligibility drop-down list will display according to organization 

type.  

j. Administered By: If selected above, this field will pre-populate to that selection. To 

change, click on the dropdown list. 

k. Body Site: Select the appropriate body site for the immunization. 

l. Route: Select the appropriate route for the immunization. 

m. Dose: Select the appropriate dose for the immunization. The dose will default to Full. 

n. New Patient Comments: If necessary, select the appropriate comment from the drop-

down list. Add an “Applies-To Date” by using the MM/DD/YYYY format, or use the pop-up 

calendar by clicking the calendar icon  to the right of the field. Click the Add button to 

add patient comment to the record.  

o. VIS Dates for New Immunizations: This section will show all of the vaccines associated 

with the combination vaccine you are administering: 

 

 
 

p. Click the Save button to save your immunization entry. 

q. You should now see the immunization recorded on the patient‟s immunization record: 

 

 
 

3. Entering in historical immunization records is a slightly different process.  Remember that an 

historical immunization is an immunization that has been administered by another organization 

and has not been recorded into IRIS.  These immunizations will not be displayed as administered 
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by your organization but rather will show your organization entered the data. An example of an 

historical immunization is when a patient brings you a paper record from out of state.   

 

a. To enter historical immunizations, click the Add Historical Imms button:  

 

 

 

 

b. You will now see the patient information, patient notes, and patient‟s immunization record 

to date. Scroll down to the Enter Historical Immunization area and enter the date of the 

historical immunization. Click on the empty cell under the Immunization and Dose # you 

want to record and enter in the date when the vaccine was administered. You can enter 

in multiple immunizations and doses from a single screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

c. If the vaccine you are entering is not listed, you do have the option of clicking the 

dropdown and scrolling through more vaccines to find the appropriate immunization. 

d. The vaccine date that it was administered is the only required field. If this is all the 

information you have, click Save to add the vaccine(s). However, you can click the Add 

Details button to add more information. 

 

 

 

 

 

e. On the Add Details screen, you will see the immunizations and date administered field 

already populate based on the information you entered. You can then add in the Trade 
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Name, the Lot Number, the Provider Org, and the Source of the Imm. Once you have 

entered in all of the available information, click the save button.  

 

 
 

 

 

 

 

 

f. You will then return to the patient‟s History/ Recommend page and see the Historical 

Immunizations that were added on the patient‟s immunization record section. Notice the 

Owned section is blank, since you entered the information, and the historical section has 

Yes since the vaccines were added via the Add Historical Imms Method.   

 

 

 

XI. Mass Vaccination Entry 

IRIS also allows a user to enter a set number of immunizations for a large number of patients using the 

Mass Vaccination Entry module. An example of this would be for a school based clinic. To enter 

immunizations for a list of patients: 

 

1. Click Mass Vaccination Entry link under the Mass Vaccination section on the menu panel. 

 

 
 

2. On the Mass Vaccination List page, the user may enter the name of a new list and click Save or 

select a previous list by clicking on the blue hyperlink and this will allow you to add patients to an 

existing list. 
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3. On the Mass Vaccination List page, the user may select an Event Code from the drop down 

menu.   

4. To add immunizations from IRIS Inventory, click the check box From IRIS Inventory in the List 

Immunization Information section. This will deduct the immunization from your vaccine inventory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Proceed to click a date for the Date Administered field using the mm/dd/YYyy format, or 

use the pop-up calendar by clicking the calendar icon  to the right of the field.  

b. You may choose an Administered By value for new immunizations by clicking the drop-

down list in the Enter New Immunization section. You will be able to edit these fields for 

each immunization on the Record Immunizations page. These fields are set up and 

managed by the Administrative User of IRIS for your organization.  

c. Remove box: Click when removing an immunization. 

d. Immunization: click from the drop-down list.  

e. Trade Name: click from the drop-down list. 

f. Lot: click or enter the appropriate Lot. (If using vaccine from Inventory, the trade names 

and lot numbers will be listed in the drop-down menu.) 

g. Vaccine Eligibility: click the appropriate vaccine eligibility for this patient‟s immunization. 

The vaccine eligibility drop-down list will display according to organization type.  

h. Body Site: click the appropriate body site for the immunization. 

i. Route: click the appropriate route for the immunization. Please note that this will be 

entered in for all the patients., 

j. Dose: click the appropriate dose for the immunization. The dose will default to Full. 

k. Edits are in place to display a warning message if a public dose was administered to a 

non- eligible patient, or vice versa.  User can override the warnings if the administration 

information is correct. 

5. Click the Add Immunization button.  The user may add a total of 5 immunizations for each list. 

6. Once all immunization information has been entered, the user can search for patients to add to 

the Patient List.  Enter the search criteria for the patient and click Find.  If only one patient is 

found the patient will be added to the Patient List.  If multiple patients are found, click the blue 

name hyperlink to view demographic information for patients. This will open in a new popup 

window. Click the „+‟ button to add the patient to the list. 

7. If you add an incorrect patient to the list, click on the checkmark box next to the patient and click 

on the Remove Selected button. 

8.  
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9. If you wish to immunize all of the patients on the list, you may click the Select All button, which 

will select all of the patients. Proceed to click Immunize Selected button to immunize the patients. 

10. Notice under the Status section, you will see “Immunized” 

 

XII. Manage or Create Orders 

To manage or create orders, please follow these steps: 

 

1) Click on the Manage Order link under the “Inventory” section of the Menu Panel  

 

 

 

 

 

 

 

 

2) This will open the Orders List for your organization. You can select to show Current Orders, 

Historical Orders or Both Historical and Current orders by selecting the appropriate radio 

button. The historical section defaults to show transactions from the previous thirty days 

however you can change the dates to a specific date range of transactions.  The Order list 

table shows:  

a. The User who submitted the order. 

b. The date the order was submitted. 

c. The Status of the order.  
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There are different statuses orders can have:  

i. Pending: Indicates the order has been created and submitted; however, the 

Iowa Dept of Health,(IDPH) has not yet opened the order.  You may still 

modify the order in IRIS.  

ii. In Progress: Indicates the order is being filled by IDPH; you may no longer 

modify the order through IRIS.  If you need to alter an order at this stage, call 

the Immunization Program at 1-800-831-6293 x 5. 

iii. Shipped: Indicates the order has been filled completely and has been 

shipped. 

iv. Sent to Distributor: indicates the order has been sent to the distributor. 

v. Partial Ship: Indicates part of the order has been shipped and the remaining 

items are back-ordered. 

vi. Cancelled: Indicates the order has been cancelled. 

 

3) To order vaccines from the State, click on the Create Order button in the Manage Orders 

section. 

 

 

 

 

 

4) You will now be able to create an order. 
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5) In the Create Order section, you will see your organization‟s information along with your 

name as you are creating the order. You will also see the delivery contact information and a 

free text area in which you can type in special instructions or comments for orders. 

6) Below the Create Order section, you will see a list of vaccines. This is a complete list of 

Orderable VFC Vaccines from the state. The list is organized by:  

 
a. Vaccine Group,  

b. Trade Name 

c. Packaging for the Vaccine  

d. NDC number 

e. Doses Administered 

f. Doses on Hand 

g. Recommended Order Qty 

h. Doses Ordered  

 

 
Note: As you are creating your order, you can also view your organization‟s current inventory. You can do 

this by clicking on the Current Inventory button in the Create Order section. This will open in a new 

window. As you are creating an order, you can toggle back and forth in between the current inventory and 

the doses you are ordering. 

 
 

7) After you have entered in the correct amount of doses ordered, click on the Save button.  
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8) Once saved the order will display on the top of the Current Order list. If it is still listed as 

Pending, then the order can still be edited. To edit the order, click on the Pending link. 

 

 

 

 

 

 

 

 

 

 

 

 

9) This will open the Modify Order screen for that order.  You can remove any of the vaccines 

you have included in the order as well as add new vaccines to the order. To save your 

updates, click on the Submit Updates button. To delete the Order, click on the Delete Order 

button. To cancel and go back, click the Cancel button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 
Note: Always remember that there are multiple tools to help you through this process. The IRIS user 

manual, Online Help (Light bulb ), and the IRIS help desk can assist with Inventory information for 

your organization.  
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XIII. Patient Specific Reports 

For all patients in IRIS, you may generate the following reports from the Patient Reports Screen: 

 

 Immunization History Report 

 Immunizations Needed  

 Provisional Certificate of Immunization 

 Certificate of Immunization 

 Master Index Card 

 Patient Reminder Letter 

Immunization History Report 
The Immunization History Report displays demographics, contact information, and a detailed summary of 

the patient‟s immunization history. This report should be provided to parents and guardians, as requested. 

To generate the report, follow these steps: 

 
 

1. From a patient‟s Manage Patient screen or Manage Immunizations screen, click the Reports 

button. 

2. At the Reports Available for this Patient section, click Immunization History Report, this is a 

hyperlink. 

3. Once the report is generated, it will be displayed using Adobe Acrobat Reader
®
.  

4. To print the report, click the printer icon on the Adobe
®
 toolbar. Click the OK button in the Print 

dialog box. 

5. To return to the Patient Reports screen, you may close the Acrobat Reader
®
 by clicking the X 

button in the upper right corner of the Immunization History Report window. 
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Immunizations Needed Report 
The Immunizations Needed report displays demographics, contact information, immunization record, and 

immunizations recommended by date according to the tracking schedule assigned to the patient. This 

report can be provided to parents and guardians for their records and helps to identify upcoming 

immunizations for their children. In addition, it provides a place for the next appointment date and 

organization phone number. To generate the report, follow these steps: 

 
1. From a patient‟s Manage Patient screen or Manage Immunizations screen, click Reports. 

2. At the Reports Available for this Patient section, click Immunizations Needed, which is a 

hyperlink.  

3. Once the report is generated, it will be displayed using Adobe Acrobat Reader
®
.  

4. To print the report, click the printer icon on the Adobe
®
 toolbar. Click the OK button in the Print 

dialog box. 

5. To return to the Patient Reports screen, you may close the Acrobat Reader
®
 by clicking the X 

button in the upper right corner of the Immunization History Report window. 
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Provisional Certificate of Immunization 

This certificate is the official Provisional Certificate of Immunization to be used when a child has begun 

but not completed the vaccines required for entry into licensed child care and school in the state of Iowa. 

 

Certificate of Immunization 

This certificate is the official Certificate of Immunization required for children entering licensed child care 

and school in the state of Iowa 
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Master Index Card 

This is an internal document for health care providers in Iowa to maintain a patient‟s immunizations. It is 

not an official Certificate of Immunization. 
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Patient Reminder Letter 

The Patient Reminder Letter link will print an individual patient‟s reminder letter, which includes the 

patient vaccination record and the recommended vaccines to be received. This report generates in PDF 

format, which can then be printed for the specific patient. 

 

 
 

 

XIV. Organization Level Reports 

These are specific reports to assist the organization with viewing the information regarding patients and 

immunizations in multiple ways.  

Reminder/Recall 

From the Reports menu option, you may generate reminder and recall notices, which include letters, 

mailing labels, reminder cards and patient listings. 
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Note: Generation of reminder and recall notices 

Reminder and recall notices can be generated for each patient, if the following conditions are met: 

 The status is Active in the Patient Information Section for your organization. 

 The Allow Reminder and Recall Contact? indicator in the Patient Information Section is Yes. 

 The patient has complete address information listed in the Address Information Section. 

 

Reminder Request Status screen 

Depending upon the number of patients associated with your provider organization, it may take five 

minutes or more to generate the data for the various reports. While the data is being generated, the 

Reminder Request Status screen indicates the percentage of completion. Periodically click on Refresh to 

update the status.   

 

 
Note: Once you reach the Reminder Request Status screen, it is not necessary to stay at this screen 

while your report is being created. You may go anywhere in IRIS while the report is generating and may 

return to the status screen by clicking on the Check Reminder Status link under Reports on the menu 

panel. Likewise, you may close out of IRIS and return to the status screen by clicking on the Check 

Reminder Status link after logging in again.  

 

Summary Screen 

When the report is complete, you may click on the blue date hyperlink to go to the Reminder Request 

Process Summary screen. The Summary screen lists the number of patients involved in the search and 

the criteria that were used to define the search. From the Summary screen, you may create various 

reminder output options. 
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Last Notice Date Options  

On the bottom of the Reminder Request Process Summary screen, you have the option of resetting the 

last notice date, which will affect future reminder/recall notices generated using this information. Your 

options on the last notice date table include:  

 

 
 

1. Clicking Preview Patients will provide a list of patients included in the Reminder Recall Report. 

This information is presented on the screen and includes a hyperlink to each patient‟s 

demographic record. 

2. Clicking Increment Eligible will reset the last notice date for all patients eligible for this reminder. 

The last notice date is viewable on the patient‟s demographic record under the organization 

information section. 

3. Increment last notice date for all patients immunized by your organization. 

4. Click Cancel to return to the Reminder Request Status screen. 

Reminder/Recall Output Options  

The Reminder Request Output Options table, found on the Reminder Request Process Summary screen, 

allows you to choose how you would like to use the data from your query.  

Reminder Letters  

The letter output option allows you to generate a standard form letter for the parent/guardian for each 

patient returned on your query. The letter allows room at the top for your organization‟s letterhead. The 

body of the letter includes the patient‟s immunization history, recommended immunizations and due dates. 

There are up to two lines for free text and/or a telephone number. To generate Reminder Letters: 

1. Under the Additional Input column or the Letter section of the table, you have the option of 

entering:  

 

 
 

a. If a Report Name is not indicated, the report will simply be named Reminder Letter on the 

Reminder Report Status screen. 

b. You may include a maximum of 400 characters in additional information in the Free Text 

field. Any information entered in this text box will be presented as the closing for each of 

the letters generated in your report.  
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c. The telephone number is presented in the closing for each of the letters generated in 

your report. 

2. Click Reminder Letter, which is a hyperlink.  

3. Your report will be listed on the Reminder Request Status screen. The bottom table shows the 

name of the request, the date and time it was started and the status of the request.  

a. You have the option of moving to other portions of IRIS or using other functions of your 

computer while you are waiting for your letters to process. To return to check the 

progress of your request, click on Check Reminder Status under Reports on the menu 

panel.  

b. If you choose to stay at the Reminder Request Status screen while your request is 

processing, click on Refresh occasionally to check the status.  

4. Once the status displays as Ready and the report name becomes a hyperlink, your letters are 

ready to be viewed. Click the report name to view or print the letters in Adobe Reader
®
. 

5. To print the letters, click the printer icon on the Adobe
®
 toolbar. Click the OK button in the Print 

dialog box. 

6. To print additional output, click the Back button on your browser. At the Reminder Request Status 

screen, click on the Reminder Request hyperlink (top table) to return to the Reminder Request 

Process Summary screen. 

Reminder Card 

The Reminder Card output option allows you to generate a standard reminder card for the 

parent/guardian for each patient returned on your query. The output will generate in a format that allows 4 

cards per page. To generate Reminder Cards, follow these steps: 

 

 Under the Additional Input column or the Letter section of the table, you have the option of 

entering the following information: 

o If a Report Name is not indicated, the report will simply be named Reminder Card on the 

Reminder Report Status screen 

o The telephone number and organization are printed for each of the cards generated in 

your report. 

o Free text lines are not being used by IRIS as there is a specified format for the cards.  

Also note the cards do not display specific immunization/s needed information. 

o  
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Mailing Labels 

The labels output option produces 30 labels per page on Avery Mailing Labels #5160. To generate 

mailing labels, follow these steps:  

 

 

 

1. Click Mailing Labels, which is a hyperlink. Your request will be listed on the Reminder Request 

Status screen; the bottom table shows the name of the request, the date and time it was started, 

and the status of the request. 

2. You have the option of moving to other portions of IRIS or using other functions of your computer 

while you are waiting for your labels to process. To return to check the progress of your request, 

click Check Reminder Status under Reports on the menu panel.  

3. If you choose to stay at the Reminder Request Status screen while your request is processing, 

click Refresh periodically to check the status.  

a. Once the report name becomes a hyperlink, your labels are ready. Click the report name 

to view or print the labels in Adobe Reader®.  

b. To print the labels, click on the printer icon on the Adobe® toolbar. Click OK in the Print 

dialog box. 

4. To print additional output, click the Back button on your browser. At the Reminder Request Status 

screen, click on the Reminder Request hyperlink (top table) to return to the Reminder Request 

Process Summary screen.  

 

Patient Query Listing  

The Patient Query Listing displays contact information for those patients identified as being due/overdue 

in the Reminder/Recall output in a report format. This report lists every patient that was returned in the 

report query process. To generate a Patient Query Listing: 

  

1. Click the Patient Query Listing hyperlink. 

2. Your request will be listed on the Reminder Request Status screen; the bottom table shows the 

name of the request, the date and time it was started and the status of the request. 

a. You have the option of moving to other portions of IRIS or using other functions of your 

computer while you are waiting for your report to process. To return to check the 

progress of your request, click on Check Reminder Status under Reports on the menu 

panel.  

b. If you choose to stay at the Reminder Request Status screen while your request is 

processing, click on Refresh occasionally to check the status.  

3. Once the report name becomes a hyperlink, your report is ready. Click the report name to view or 

print the report in Adobe Reader®.  

4. To print the report, click the printer icon on the Adobe® toolbar. Click OK in the Print dialog box. 

5. To print additional output, click the Back button on your browser. At the Reminder Request Status 

screen, click on the Reminder Request hyperlink (top table) to return to the Reminder Request 

Process Summary screen. 
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Extract Client Data 

The Extract Client Data displays patient demographic information, immunization history, and 

recommendations for those patients identified as being due/overdue in the Reminder/Recall output in 

XML format. This report lists every patient that was returned in the report query process. To extract client 

data in XML format: 

 

1. Click the Extract Client Data hyperlink. 

2. Your request will be listed on the Reminder Request Status screen; the bottom table shows the 

name of the request, the date and time it was started, and the status of the request. 
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Creating Custom Letters  

In addition to the standard letter, IRIS allows users to create and store up to three custom letters to be 

used for reminder/recall. To create a new custom letter, follow these steps: 

1. Click Manage Custom Letter under Reports on the menu panel.  

 

 
 

2. Click the New Custom Letter hyperlink.  

3. At the Create New Custom Letter screen, enter the following:  

a. Top Margin: Choose the number of blank lines you would like at the top of the letter from 

the drop down list provided. These blank spaces will leave room to print the letters on your 

office letterhead. 

b. Include Patient Address:  

i. Check the box to include the patient‟s address at the top of the letter.  

c. To include a name with the patient address, choose from the drop down list one of the 

following: 

i.  (no name) - default 

i. Patient name 

ii. To the parent/guardian of patient name 

b. Salutation: Enter a greeting, and then choose a name option from the drop down list 

provided.  

i. If name is chosen, the name of the patient will show up after the salutation.  

ii. If responsible person is chosen, the letter will read <salutation> Parent/Guardian 

of <patient name> 

4. Paragraph 1:  

a. In the field marked First Part, enter desired text.  

b. If you do not wish to include a name, you may enter all of the first paragraph text in the 

field marked First Part and select no name from the name drop down list. 
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c. If you wish to include a name within the paragraph, enter text up to the mention of the 

name ending with a single space. Next, choose the name you would like to appear within 

the paragraph from the drop down list (either parent/guardian, patient name or no name). 

d. In the field marked Second Part, continue to enter the rest of the text.  

e. Immunization History: Check the box to include the patient‟s immunization history in the 

letter.  

f. The maximum amount of allowed characters in this field is 4,000. 

5. Paragraph 2: You may enter more text in this field.  

a. Immunization recommendations: Check this box to include the  

immunization forecast for the patient in the letter. 

b. The maximum amount of allowed characters in this field is 4,000. 

6. Paragraph 3: You may enter text in this field.  

a. Closing: Enter a closing word or statement in this field. If you wish to include your 

provider, organization‟s name and/or telephone number after the closing, check the 

appropriate boxes.  

b. Name and Save the Custom Letter: Enter a name for the letter in the field provided. When 

the letter is complete, click on Save. 

c. The maximum amount of allowed characters in this field is 4,000. 
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Note: Once you have saved the custom letter, click on check reminder status in the left hand menu bar. 

Then select the reminder report you want to use to generate your custom letter. 

 
 

Generating Custom Letters 

The custom letter output option allows you to generate a customized letter for each patient returned on 

your query. To create a new custom letter, refer to the Creating Custom Letters section of this chapter. To 

generate a custom letter from the Reminder Request Process Summary screen: 

  

1. Every time you generate a custom letter, you will want to give the report a unique name. This 

name is different from the custom letter name. You will want to name the report prior to clicking 

on the custom letter hyperlink. 

2. Click the link with the name of the custom letter. The letter will begin generating immediately.  

 

 
 

3. Your report will be listed on the Reminder Request Status screen; the bottom table shows the 

name of the request, the date and time it was started and the status of the request.  

a. You have the option of moving to other portions of IRIS or using other functions of your 

computer while you are waiting for your letters to process. To return to check the 

progress of your request, click on Check Reminder Status under Reports on the menu 

panel.  

b. If you choose to stay at the Reminder Request Status screen while your request is 

processing, click on Refresh occasionally to check the status.  

4. Once the report name becomes a hyperlink, your letters are ready. Click on the report name to 

view or print the letters in Adobe Reader®.  

5. To print the letters, click on the printer icon on the Adobe® toolbar. Click on OK in the Print dialog 

box. 

6. To print additional output, click on the back button on your browser. At the Reminder Request 

Status screen, click on the reminder request hyperlink (top table) to return to the Reminder 

Request Process Summary screen, 

 

Doses Administered Report 

The Doses Administered Report will give you information on how many doses of each vaccine have been 

given, by age, within a specified date range. This report includes administered immunization records from 

IRIS Inventory (historical immunizations are not included). In the next release, this report will be modified 

to display all doses administered, not just doses from inventory. 
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 Follow these steps to generate a Doses Administered report for your organization: 

 

1. Click the Doses Administered menu item under the Inventory section of the menu panel. 

2. At the Doses Administered Report Criteria page, choose your organization from the Site drop 

down list.  

3. In the “From” field under Report Date Range, choose a starting and ending date for your report 

using the MM/DD/YYYY format. 

4. Click the Generate Report button. 

5. The report displays in Adobe Acrobat Reader
®
. Click the printer icon on the Adobe

®
 toolbar to 

print the report. 

6. Click the OK button in the Print dialog box. 

7. Click your browser‟s Back button to return to the Doses Administered Report criteria. 

Benchmark Reports 

Benchmark reports allow IRIS users to retrieve a list and count of patients who have met an immunization 

benchmark or predefined series of benchmarks. The resulting report may be viewed in IRIS, exported as 

a text file, exported as a spreadsheet, or exported as a PDF file. 

 

 
To generate a Benchmark report: 

1. Click Benchmark Report under the Reports section of the menu panel. 

2. Select the patient population to be assessed by clicking on one of the following: 
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a. Patients Associated with Selected Site:  immunization data on all patients associated with 

the site selected from the drop down list at the right. Patients Associated with 

<Organization Name> OR Patients Residing in < County Name>: immunization data on 

patients associated with your organization and those residing within a given county. This 

option is only available for county organizations. (City organization functionality has been 

disabled in IRIS.) 

b. All Patients Associated with <Organization Name>: immunization data on all patients 

associated with your organization. 

 

 
3. Click one of the following to specify the patients to return on the report: 

a. Patients who did NOT meet the benchmark:  a list of patients who did not meet the 

benchmark(s) defined in the table. 
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b. Patients who DID meet the benchmark: a list of patients who met the benchmark(s) 

defined in the table. 

c. All patients, regardless of whether they met the benchmark or not: a list of all patients 

meeting the criteria defined in the table. 

4. Select the age, birth date range, or age range of the patients by choosing one of the following. 

You may only enter up to age six years.   

a. Less than or equal to 72 months old: all patients who are 72 months old or younger. 

b. Birth date range: a range of birth dates. Enter the earliest birth date in the first field and 

the latest birth date in the second field that you wish included on the report or use the 

calendar icons beside each field to enter the dates.   

c. Age range: an age range. In the Youngest Age field, use the drop down list next to it to 

choose days, months, or years. In the Oldest Age field, enter an age and use the drop 

down list to choose days, months, or years.  

5. Select either the Standard Assessment or the Assess Patients with Sufficient Refusal History as 

Covered option for the report by choosing the appropriate radio button. Selecting the second 

option will return a benchmark report that counts patients with sufficient refusal comments as 

being up-to-date. 

 

 
Note: Refusals of Vaccine 

In order for patient refusals of vaccine to be calculated correctly on assessment and benchmark reports, 

an appropriate Start Date must be entered for refusal comments on the Patient Comments tab. Refer to 

the Managing Patients Chapter 10 of this manual for more information. 

 

(view the screenshot on the next page) 

 

6. Select the report evaluation date by entering the date in the field provided or by using the 

calendar icon to enter the date. No immunizations administered after the evaluation date will be 

included in the report. 

7. Select the benchmark(s) to be used on the report: 

8. To select one or more single vaccine benchmarks within a single row, click on the box where the 

vaccine and the number of months intersect. For example, clicking on the box with 4 in it where 

DTaP and @ 19 months intersect will result in a report with this benchmark included. 

9. To select all benchmarks in a row, you may click on the first box in the row that indicates @ X 

months. 

10. To select benchmarks in a predefined series, select one of the 431, 43133, or 431331, or 

4313314 combinations at the bottom of the table. 

11. Click the Generate button. 

12. The Benchmark Report Status screen will display. Click on Refresh occasionally to check on the 

progress of the report. When the report is ready, click on the blue Benchmark hyperlink. Once this 

link is clicked, IRIS will display the Benchmark report at the bottom of the Benchmark Report 

Status screen. In addition, you may do one of the following: 

13. Click the Export as Text link to display the report in text file format. 

14. Click the Export as a Spreadsheet link to display the report in a spreadsheet format. 

15. Click the Display as a PDF link to display the report in Adobe
®
 Reader. 
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The Benchmark Report shows a list of all patients who met the filter criteria specified when you set up the 

report. The report gives you a count and percent of how many patients met the specified criteria. It lists 

patients by first and last name, date of birth, phone number, and address. The Y or N in the columns after 

each patient‟s demographic information indicates whether the patient met the criteria for that vaccine and 

benchmark age. 

Group Patients Report 

The purpose of Group patients is to run either the Immunization History Report for a group of selected 

patients.  
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To run a group patient report, complete the following steps: 

 

1. Click Group Patients under the Reports section of the menu panel. 

 
2. To run a report for patients in a specific birth date range, click on the check box on the first line. 

Enter a from birth date and to birth date in MM/DD/YYYY format. 

3. To run a report for patients who have immunizations administered by one of your sites, click on 

the check box on the second line. Choose a site from the drop down list. By selecting this option, 

you will limit this report to immunizations administered at your site. 

4. To run a report for patients who have an immunization in a specific date range, click on the check 

box on the third line. Enter a from and to date in MM/DD/YYYY format. 

 

 

Note:  You may combine any of the criteria in the above steps. The system only selects patients 

who fulfill all the criteria you specify. 

 

 

5. You may choose a sort order. Your two options are either by Last Name then Age or by Age, then 

Last Name. 

6. If you wish to start over, click the Reset button. The system erases all the criteria you entered 

and starts with a fresh page. You may proceed to enter your criteria again.  

7. When criteria are completed, click the Generate button. Click the Refresh button periodically 

(use same language used in assessment reports section) The system starts to generate the 

report and takes you to the Group Patient Reports Request Status screen. 

8. After the report finishes generating, the top line on the Group Patient Reports Request Status 

screen becomes a hyperlink. Click the hyperlink. 

 

 
9. The system displays the report output in PDF. 
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Assessment Reports 

The Assessment Report feature in IRIS provides an analysis of an organization‟s immunization coverage 

rates. The following is a brief overview of the data that are returned on each table within the Assessment 

Report. Routinely reviewing patient records and assessing vaccination coverage rates are proven 

strategies to improve vaccination coverage in your organization. 

 

 
 

1. Click Assessment Report under the Reports section of the menu panel. 

 

 
 

2. Select the patient population to be assessed by clicking one of the following: 

3. All Patients Associated with <Organization Name>: Choose this option to view immunization data 

on all patients associated with your organization.  
4. Select the age, birth date range, or age range of the patients by choosing one of the following: 
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a. Less than 72 months old: Choose this option to return all patients who are 72 months or 

younger. 

b. Birth date range: Choose this option to enter a range of birth dates. Enter the earliest 

birth date in the first field and the latest birth date in the second field. Alternatively, use 

the calendar icons beside each field to enter the dates. 

c. Age range: Choose this option to enter an age range. Enter the youngest age range in 

the first field; use the drop down list next to it to choose days, months, or years. In the 

Oldest Age field, enter an age and use the drop down list to choose days, months, or 

years. You cannot search for patients older than 72 months. 

d. Select either the Standard Assessment or the Assess Patients with Sufficient Refusal 

history as Covered option for the report by choosing the appropriate radio button. 

Selecting the second option will return an assessment report that counts patients with 

sufficient refusal comments as being up-to-date. 

e. Select the assessment report evaluation date by entering the date in the field provided or 

by using the calendar icon to enter the date. No immunizations administered after the 

assessment criteria date will be included in the report. 

 

 
  

5. Click Generate. 

6. The Assessment Report Status screen will display. Some reports will automatically generate and 

will appear in the Job Name – Evaluation Date and Age Range – Evaluation Date Sections. The 

number of reports that will automatically generate will vary based on the age range of patients 

assessed. 
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7. Click Refresh occasionally to check on the progress of the reports. When the reports are ready, 

the job name will appear underlined and in blue text and the status will display as Complete.  

8. Once reports are complete, you may view the reports that automatically generated, or you may 

run additional reports. At this screen you may do the following: 

9. Select an age from the drop down list provided and click on Generate (to the right of the age drop 

down list). Create an assessment report listing patients for an age-specific benchmark by 

selecting an age from the drop down list and clicking Generate. This report lists the patient‟s 

name, address, telephone number, and the vaccinations that they did or did not complete or 

refused by the benchmark age. A patient will show on the report if they missed at least one age-

specific benchmark. 

10. Click the underlined job name.  

11. The report listing patients by benchmark age will have a job name of: (Benchmark Patient Listing) 

<Organization Name> - <Benchmark Age>. 

12. The assessment report will be called: (Assessment Report)<Organization Name> - <Date>.   

13. A report listing all patients who have missed a vaccination opportunity will have a job name of: 

(Missed Opps Patients)<Organization Name>-<Date>. 

14. Click an underlined age range to view a listing of patients returned that fall within the specified 

range. This list will give the name, address, and telephone number for all patients meeting the 

record criteria. To view patients for all age ranges that meet the criteria, click the All Age Ranges 

link. 

15. The report displays in Adobe Reader
®
 if you clicked one of the report or age range links. To print 

one of the reports, click on the printer icon on the Adobe
®
 toolbar. 

16. Click OK in the Print Dialog box 

17. To return to the Assessment Report Status screen, click the Back button in the browser. 
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Note: Patients with Refusals 

If the option to Assess Patients with Sufficient Refusal History as Covered is selected when the 

assessment report is run, patients who fall short of needed, valid doses but have sufficient refusals to 

meet the benchmark are included within the count as if they received the needed doses. 

 
 

 

Vaccine Eligibility   

 
The Vaccines for Children (VFC) Report details the number of patients that were vaccinated by your 

organization for each Vaccine Eligibility type for a specified date range.  

 

To generate a VFC Report: 

 

1. Click Vaccine Eligibility under the Reports section of the menu panel. 

2. Select the organization name from the drop-down list.  

 

 
 

3. Enter a From date under the Report Date Range using the MM/DD/YYYY format.  

4. Enter a To date under the Report Date Range using the MM/DD/YYYY format.  

5. Choose a type of VFC Report to run. You have two choices: 

a. The Age Group report displays a summary of patients by vaccine eligibility and four 

specific age ranges: < 1 year of age, 1-6 years of age, 7-18 years of age and 19 years 

and older. 

b. The Vaccine Group report displays a summary of doses by vaccine eligibility and vaccine 

groups.   

6. Click the Generate Report button. 
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7. The form displays in Adobe

®
 Reader. To print the report, click on the printer icon on the Adobe

®
 

toolbar.  

8. Click the OK button in the Print dialog box. To return to the Vaccines for Children Report Criteria 

screen, click the Back button on your browser.  

Ad Hoc Reports 

The Ad Hoc reports function in IRIS allows the user to create one time use customized reports. Filters 

within the Ad Hoc reporting function help to narrow a search by date, vaccine group, active relationship to 

an organization, vaccine funding source, and other factors. The Ad Hoc reporting function produces two 

types of reports; one type produces lists with information about selected patients, the other type produces 

counts, either of patients or of immunizations.  Both types of Ad Hoc reports have an Export button to 

allow the data to be exported to an Excel spreadsheet.  

 

 

 

Notes:  Patients whose information is added or changed on the day the report is run will not appear in the 

results until the following day.  Ad Hoc reports run against all patients associated with your organization. 

To disassociate a patient from your organization you must change their status in the organization 

information section of the patient‟s record.  
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Ad Hoc List Reports  

To produce a list of information about selected patients:  

 

1. Click Ad Hoc List Report under the Reports section of the menu panel. 

2. Select the items that you would like to display on the report by double-clicking the desired items 

from the left column (for example, Patient Last Name) or by highlighting the item and clicking Add. 

This will copy the item to the right column and add it to your report. 

3. Select the single item by which you would like to have the report sorted and click the sort order 

(first-to-last or last-to-first). Note: Sorting the report will increase the time it takes to process it. 

 

 

 

4. Under Item to filter on, select an item that you would like to add as a filter using the drop down list. 

For example, Birth Date Range could be an item used as a filter. 
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5. Filters in IRIS are used to narrow information down so that it answers a user‟s query. Under 

Comparison, select a word from the drop down list that best describes the type of comparison you 

wish to make; for example, Between. = 

6. Under Value to compare to, either choose a value from the drop down list in the left field and/or 

enter a date in the right field.  

7. Under And, select another value from the drop down list in the left field or enter the ending date in 

the right field, if applicable. 

8. Click the Add/Save Edit button. Repeat steps 4-8 for each item you wish to filter. 

 

 
 

9. When finished adding filter items: 

a. Within the Selected Filters section, to change AND to OR, highlight „AND‟ and click the 

‘And/Or’ button. Alternatively, can also be switched to AND by following the same 

process. 

b. Group them together by highlighting two filter statements and clicking the Group button. 

This groups the filters together in the report.  

c. Highlight a grouped statement and click the Ungroup button to ungroup it. This removes 

the filters from being grouped together in the report. 

d. Highlight a statement and click the Remove button to remove it from the selected filters.  

e. Highlight a statement and click the Edit button to make changes to a statement. Make 

the necessary changes to the statement in the filtering section of the screen and click the 

Add/Save Edit button. 

10. Click the Generate button. The Ad Hoc Report Status page will display; see the Ad Hoc Report 

Status section of this chapter for more information. 

11. To print the report, click the printer icon on the Adobe
®
 toolbar. Click the OK button in the Print 

dialog box. 

12. To return to the Patient Reports screen, you may close the Acrobat Reader
®
 by clicking the X 

button in the upper right corner of the report window. 
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Ad Hoc Count Report 

To produce a count of selected patients or immunizations:  

 

1. Click Ad Hoc Count Report under the Reports section of the menu panel.  

2. Select whether Patients or Immunizations will be counted by clicking the appropriate radio button 

at the top of the screen. 

 

 
 

3. Select the factors you would like to use to group the counts on the report by double-clicking on 

the desired item from the left column (for example, Vaccine Group) or by highlighting the item and 

clicking the Add button. This will copy the item to the right column so that it can be used in your 

report. You can choose a maximum of three factors.  

4. Under Item to filter on select an item that you would like to add as a filter using the drop down list. 

For example, Birth Date Range could be an item used as a filter.  

5. Under Comparison, select a word from the drop down list that best describes the type of 

comparison you wish to make. For example, between is one comparison operator.  

6. Under Value to compare to, either choose a value from the drop down list in the left field or enter a 

beginning date in the right field.  

 

 
 

7. Under and, select another value from the drop down list in the left field or enter the ending date in 

the right field, if applicable.  

8. Click on Add/Save. Repeat Steps 4-8 for each item you wish to filter. 

9. When finished adding filter items, you may do the following: 

a. Group them together by highlighting two filter statements and click Group. 

b. Change AND to OR by highlighting „AND‟ and clicking the And/Or button. OR can also 

be switched to AND by following the same process. 

c. Highlight a grouped statement and click on Ungroup to ungroup it. 

d. Highlight a statement and click on Remove to remove it from the selected filters. 
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e. Highlight a statement and click on Edit to make changes to a statement. Make the 

necessary changes to the statement in the filtering section of the screen and click on 

Add/Save 

10. Click Generate. The Ad Hoc Report Status page will display; see the Ad Hoc Report Status section 

of this chapter for more information. 

Ad Hoc Report Status 

1. The Ad Hoc Report Status screen will display after you click Generate on the Ad Hoc Count or Ad 

Hoc List Report screens. You may also access the status screen by clicking on Ad Hoc Report 

Status under the Reports section of the menu panel. 

 

2. Click Refresh occasionally to check the status of the report. Once the underlined report type 

appears in blue, click it. The report will display directly on the screen. 

3. At the top of the report there are 3 links for selecting how the data is to be handled: 

o Export as Text 

o Export as spreadsheet 

o Display as  PDF    

4. If you wish to print the report, click Print under the File menu within the application (text file, 

spreadsheet, or Adobe
®
 Reader). In the print dialog box, adjust the print options as necessary, 

and then click either Print or OK, depending on the application. 

 

Note: Ad hoc reports are retained for 72 hours per organization. IRIS will retain one count report and 

one list report for that period. If a new report of the same type is generated, the new report will replace the 

existing report.  

 
 

 

 


